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Introduction

Dear Precinct Election Boards,

Thank you for your service to the people of Indiana. Your work on Election Day is not just an-
other job but one that ensures the survival of our democracy. All across the state, in more than
5,000 precincts, you are part of a massive effort involving dedicated inspectors, judges, poll
clerks, assistant poll clerks, sheriffs, and other election personnel that is making this great ex-
periment we call America possible.

We have no doubt that 2011 will be another great chapter in our electoral history. With your
help, Hoosiers will once again make their voices heard. Thank you for your dedication to this
great cause.

Sincerely,
Trent Deckard Brad King
Co-Director, Indiana Election Division Co-Director, Indiana Election Division

General Information

This handbook is designed to help Indiana’s precinct election officials by providing basic
information about Election Day procedures. This manual is not designed to provide you
with legal advice. If a complicated question of law or procedure arises, contact your county
election board for assistance. When using this manual, remember that three different types of
voting systems are used in Indiana (traditional hand-counted paper ballots, optical scan ballot
cards and computerized systems), therefore some information in this manual will not apply to
every type of voting system.

This manual will be used in the 2011 Municipal Election. Precinct election boards should
keep this handbook with their precinct supplies so that it may be reused. This manual reflects
Indiana law as of August 2011. Please check www.IN.gov/sos/elections for updates.

Important Contact Information

Hoosier Voter Hotline: 866-IN-1-VOTE
Indiana Election Division Hotline: 800-622-4941
Indiana Protection and Advocacy Services (IPAS) Hotline: 800-622-4845
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Chapter 1: People Working at the Polls

General Information
Precinct election officials include inspectors, judges, poll clerks, assistant poll clerks and
sheriffs. These officials help to ensure a smooth and successful Election Day process.

The Inspector
1. The inspector acts as the “manager” of the precinct.
2. With the two judges, the inspector decides all matters that come before the precinct election
board.
e The precinct election board consists of the inspector and the two judges.
o The poll clerks, assistant poll clerks and the sheriff are precinct election officials, but
not board members.

Duties of the Inspector

1. The inspector shall ask voters to provide photo ID.

2. The inspector may challenge voters and accept voter challenges when a voter is not eligible
to vote in the precinct.

3. The inspector picks up election supplies at least two days before the election. These
supplies include ballots, poll lists and forms.

4. The inspector administers the oath to all poll workers. (PRE-1, Precinct Oath Book)

The inspector announces the opening and closing of the polling place.

6. The inspector provides for meals during Election Day (unless the county provides money
for a meal allowance.)

7. The inspector is responsible for counting absentee ballots and comparing the signature on
the envelope with the absentee ballot application.

8. Accompanied by the judge of the opposite political party, the inspector returns all election
supplies to the county election board.

W

The Judges

There are two judges in each precinct—one from each party. The judges assist the inspector
in making decisions on matters that come before the precinct election board.

Duties of the Judges
1. One of the judges shall ask voters to provide photo ID if the inspector has not already
done so.

2. When requested, both judges may assist voters with disabilities or voters unable to read or
write the English language after completing the “Affidavit of Voter Assistance at the
Polls” (PRE-3).

3. The judge of the opposite political party of the inspector must accompany the inspector in
returning election supplies to the county election board.



Poll Clerks and Assistant Poll Clerks

1. Poll clerks ask voters to provide photo ID if the inspector or judge has not already done so.

2. The primary function of poll clerks is record keeping and ballot control.

3. Poll clerks assist voters in the process of signing the poll list.

4. Poll clerks may record who has signed a poll list and make the record available to a watcher
or poll book holder upon request.

Duties of the Poll Clerks and Assistants

1. Poll clerks shall ask voters to provide or update their voter identification number.

2. Poll clerks will ask voters to present additional documentation to verify the voter’s resi-
dency when required. (See Chapter Four on Additional Documentation Requirements)

3. Poll clerks must initial each ballot (and secrecy envelope for counties using optical scan
ballot cards) before giving the ballot to the voter.

4. In a primary election, poll clerks must be sure that the voter has been given the proper ballot
and party identification card if the voter wishes to vote in a party’s primary.

5. Assistant poll clerks provide assistance when needed, but are not required to sign the
precinct’s election returns or other certificates.

The Election Sheriffs

1. The sheriffs maintain order at the polling place.
2. The sheriffs direct voters through the chute to the proper check-point.

Duties of the Election Sheriffs

1. The sheriffs should regularly check the polling place to make sure that no unauthorized
literature is in the polling place or within the chute.

2. The sheriffs should contact local police officials if a situation occurs where a voter or other
person violates the law and may leave the polling place if necessary to do so. (NOTE: In
some counties the position of Election Sheriff has been eliminated and the duties assumed
by other poll workers.)

3. Ifno separate election sheriffs have been appointed for your polling place, and you are un-
clear regarding which poll worker has been assigned the duties of the election sherift, con-
tact the county election board.

Other Election Workers: Watchers, Challengers and Poll Book Holders
Certain individuals who are not precinct election officials have special privileges to observe the
precinct election process: watchers, challengers and poll book holders.

Credentials

Proper credentials act as a means to identify other election workers on Election Day. These
tags must include the individual’s name, position (watcher, challenger or poll book holder), the
name and position of the appointing authority (county chairman or county election board), and
the party affiliation of the appointing authority if the appointing authority is a political party.

General Rules for Watchers

Watchers may be appointed by political parties, certain candidates, by the county election board

in certain votes on public questions or by the media to monitor activities at the polling place.

Media watchers represent local television stations, newspapers, news services and radio

stations. Each political party or independent candidate may have only one watcher at each Page 5
precinct at any time during Election Day.
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Watchers with proper credentials ARE allowed to enter, remain, leave and reenter the

polling place as early as 5:30 a.m. and remain until the counting of the vote at the precinct

(if any) is completed.

Each different kind of watcher is required to have credentials signed by the appropriate

appointing authority.

o All political party watchers must carry credentials signed by the county chairman of
the watcher’s party.

o All candidate watchers must carry credentials signed by the circuit court clerk (or in
certain cases, by the chairman of a candidate’s committee).

o Watchers in elections on public questions must have their credentials signed by the
chairman of the county election board.

o All media watchers must carry credentials signed by the county election board. Media

watchers monitoring precincts in more than one county must carry credentials issued by
the Indiana Election Division.
A member of a precinct election board may require the poll book holder to produce their
credentials at any time.
Each political party or independent candidate (or a county election board in certain elections
on a public question) may appoint a watcher for each precinct.
Watchers may periodically receive a record of who has voted from a poll clerk, provided
that voting is not delayed.
A watcher may NOT disrupt election procedures or interfere with election officials or
voters.
Watchers may NOT handle election supplies and may NOT try to influence voters.

General Rules for Poll Book Holders

Poll book holders are appointed by political parties, certain candidates and by the county
election board in certain elections on public questions, to monitor the qualifications of
voters.

Poll book holders with proper credentials ARE allowed to enter, remain, leave and reenter
the polling place as early as 5:30 a.m. and remain throughout Election Day until the polls
close.

Each political party or independent candidate (or a county election board in certain elections
on public questions) may appoint a poll book holder for each precinct.

The county chairman of the political party or the independent candidate must issue
credentials to each poll book holder.

Each political party or independent candidate may have only one poll book holder at each
precinct at any time during Election Day.

Poll book holders may periodically receive a record of who has voted from a poll clerk, pro-
vided that voting is not delayed.

General Rules for Challengers

Challengers are appointed by political parties, certain candidates and by the county election
board in certain elections on public questions, to monitor the qualifications of voters.
Under a new state law, challengers ARE allowed to enter, leave and return to the polling
place during Election Day in the same manner as poll book holders.

The county chairman of the political party or the independent candidate must issue
credentials to each challenger. A member of a precinct election board may require the
challenger to produce their credentials at any time.



o Each political party or independent candidate may have only one challenger at each precinct
at any time during Election Day.

o The challenger may ask for the voter’s name. The voter must immediately announce his or
her full and true name to the challenger before proceeding to vote.

Who is Allowed in the Polling Place?

Voters casting ballots (and children under 18 years of age accompanying the voter)

Precinct election officials (inspector, judges, poll clerks, assistants and sheriffs)

Deputy election commissioners

Challengers, watchers, and poll book holders with credentials

An individual authorized to assist a voter in voting (See Chapter Nine on Accessibility).

A county election board member, acting on behalf of the board

A voting system mechanic, to repair a voting system, with credentials signed by each member

of the county election board.

8. The county chairman or county vice-chairman of a political party with credentials signed by
each member of the county election board.

9. The Secretary of State of Indiana, unless that person is a candidate for nomination or election to

an office on the ballot that Election Day.

N U AW~

Who is Not Allowed in the Polling Place?

1. A precinct committeeman of a political party (unless the committeeman has challenger,
poll book holder, or watcher credentials)

2. A party volunteer

3. An elected official (other than the Secretary of State, as explained above)
These people are NOT authorized to be in the polling place or the chute simply as the result
of their status as a committeeman, a volunteer or an elected official. However, if they are a
voter of that precinct, they may be in the polls for the time permitted to cast their ballot.

e NOTE: Unauthorized persons must be told to leave the polls or the chute immediately.

Electioneering

State law defines “electioneering”™ as expressing support or opposition to any candidate or
political party or expressing approval or disapproval of any public question in any manner that
could reasonably be expected to convey support or opposition to another individual. A person
who commits electioneering within the polls or the chute commits a Class A misdemeanor.

Partisan Activities at the Polls

Although “electioneering” as described above is prohibited, state law permits each poll clerk to
keep a list of persons who have voted at the precinct (sometimes called a “wagon book”) and to
provide that list to a watcher or poll book holder. When noting or providing wagon book
information, the poll clerk may not engage in electioneering and must not delay any voter who
is waiting to vote or in the process of voting.
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Chapter 2: Opening the Polls and General Information

Polling Place Hours

e The polls must remain open continuously from 6:00 a.m. to 6:00 p.m. prevailing local time.

e Once open, no precinct election official may leave the polling place until after the
canvass of votes has been taken, or if ballots are not counted in the precinct, until after all
election supplies have been prepared for return to the county election board.

e EXCEPTION: An election sheriff (or the precinct election official performing the duties of
an election sheriff) as explained previously. In addition, Indiana law permits poll clerks and
judges to work half days. These individuals are permitted to leave the polls at the end of
their shifts (12:00 p.m. on Election Day).

Check-list for Preparing the Polling Place

Precinct election officials in all polling places should:

1. Arrive at the polling place before the polls open to prepare the area for Election Day
according to the instruction of the county election board.

2. Designate a 50-foot chute for voters to line up to enter the polls. The chute begins at the
entrance to the room where voting will take place.

o In some polling places, a 50-foot chute is not possible. Ask your county election board
how to proceed.

3. If the inspector has not yet taken the oath, the inspector administers oaths to the two judges,
and one judge administers the oath to the inspector.

4. Arrange the polling place to make traffic flow as smooth as possible while keeping
voting booths and ballot boxes in the same room with precinct election officials. When
locating the voting system that will be available for voters with disabilities, make sure that
the voter’s pathway through the polling place is unobstructed and easy to navigate.

5. Compare the official ballots with the sample ballots to make sure that all names, ballot
positions and offices are correct. Notify the county election board immediately if a
discrepancy is discovered in the ballots. If no discrepancies are found, the inspector and
judges must complete the Certificate of Ballot Agreement. (PRE-1, Precinct Oath Book,
step four. Figure 2-1)

Figure 2-1
STEP 4: CERTIFICATE OF BALLOT AGREEMENT

INSTRUCTIMNS: Bofiove e gols ave gpsvied o $he pracinel, ihe fspecior and sidpes must cormplale the
RO cevTificare. (F THE SAWPLE SALLOTS ANMD OFFRICIAL BALLOTS DO NOT AGREE, CONTACT THE
ST Y ELECTION BOARD IWWIEDLA TEL ¥ ARD OMNLY CORNPLETE THIS FORM AFTER THE BALLOT HAS
BEEN CORRECTED

Wi, the undersigned precinct elaction boand, oty thal before e opening of e polls, we parsanaly compsansd
the sample ballobs with the offical ballebs fo b wsed in this precinct io determine f the names, numbars and keibers
o e sample ballols agres willh the nameas, numbers and leTlers on the official ballksts. We o2y that the aample
baliois and e afficial balols are in agressment

lan Inspector

e

_Joshua Judge
T

Signed
i

Signed

— _ Juolwuolge
Tl

6. Post copies of the sample ballot and voting instructions near the entrance to the polls and by
each voting booth in plain view of all voters.



7.

8.

Display at least one copy of the Voter’s Bill of Rights in a public place in the polling place

(both English and Spanish versions).

Check that all balloting and canvassing materials are on hand in the quantities needed and in

good condition for voting, including blank voter registration application forms to provide to

certain voters (See Chapter Five on Fail-Safes).

e If you are missing any forms or supplies, contact your county election board
immediately.

Notes to Remember

If a precinct election officer does not show up or is disqualified, the highest-ranking
member on the precinct election board of the same political party fills the vacancy until the
county election board appoints a replacement.

Under state law, the inspector is required to have received training regarding Election Day
procedures, including making polling places and voting systems accessible to elderly voters
and voters with disabilities. The county election board may also require other poll workers
to receive this training. If necessary, contact the county election board regarding emergency
training for individuals serving in these positions.

Watchers, poll book holders and challengers with credentials are permitted to access the
polling place beginning at 5:30 a.m.
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Chapter 3: Photo ID

General Information

Each voter must provide government-issued photo ID to a precinct election officer (the in-

spector, one of the judges, poll clerks, assistant poll clerks, or the election sheriff) before

signing the poll list.

The ID must fit the following criteria:

1. The voter’s ID displays the voter’s photo.

2. The voter’s name on the ID must conform to the name on the voter registration record.

e Conform does not mean match identically. For example, people not only use their

given first name or common nicknames for their first name but also substitute their
middle name for their given first name. People also commonly substitute an initial
for their given first or middle name. Below are examples of names that would
conform to “Robert John Crew””:

¢ Robert John Crew e Bob John Crew
e Robert J. Crew e Bob J. Crew

¢ Robert Crew e Bob Crew

¢ R. John Crew e John Crew

e R.J. Crew o J.Crew

3. With one exception, the voter’s ID must contain an expiration date and either still be
current or have expired sometime after the date of the most recent General Election
(November 2, 2010)

o Military ID’s with expiration dates of “INDEF” meet this requirement

o The following IDs need NOT contain an expiration date, as long as they comply
with the other requirements: ID’s issued by the U.S. Department of Defense, a
branch of the uniformed services, the Merchant Marine, or the Indiana National
Guard

4. The voter’s ID must be issued by the State of Indiana or the U.S. government.

In most cases, an Indiana driver’s license, Indiana photo ID card, Military ID or US

passport is sufficient.

NOTE: The address on the voter’s photo ID does NOT need to match the address on the

voter registration record. However, certain “first time” voters who registered by mail will

be required to provide additional documentation that DOES match their address on the voter
registration record (See Chapter Four on Additional Documentation Requirements).

If the voter is unable or unwilling to present a photo ID that meets these requirements,

the voter may cast a provisional ballot (See Chapter Seven on Provisional Ballots).

No voter should be turned away from the polls for failing to provide photo ID.

If the voter is unable to obtain an ID, because the voter is indigent or has a religious

objection to being photographed, the voter may claim this exemption from the ID

requirement by appearing in person before county election board and affirming under penal-

ties of perjury that the exemption applies (See Chapter Seven on Provisional Ballots).

If the voter is registered to vote and resides in the state-licensed facility where the precinct’s

polling place is located, the voter is exempt from this ID requirement.

If the voter does not already have a valid photo ID, the voter can obtain an Indiana photo ID

card free of charge from any Bureau of Motor Vehicles license branch. For more

information, please contact the BMV at (317) 233-6000 or visit their website
www.mybmv.com (www.IN.gov/bmv).

NOTE: All BMV locations that normally issue driver’s licenses and ID Cards will have ex-
tended hours on Election Day from 6:00 AM to 7:00 PM and the day before Election Day
from 8:30 AM to 8:00 PM.



Photo ID Document Requirements at the BMV

If voters have questions about how to obtain a free photo ID from the BMV, the following is an
abbreviated list of requirements.

A new issuance of a SecurelD Card requires the applicant to present:

« One (1) original document to establish identity*

« One (1) original document to establish lawful status*

«  Two (2) original documents with the applicant’s name and Indiana residential address
*  One (1) original document with the applicant’s name and Social Security number

*More than one document may be required if the applicant’s current legal name is different
from the name on his/her birth certificate or lawful status document. The applicant must show
legal proof of the name change (showing a link to all name changes) with an original marriage
license, divorce decree or court order.

Establishing Identity (one required)

« Original or certified copy of a birth certificate or Certification of Report of Birth DS-1350
« U.S. Certificate of Naturalization/Citizenship

« Unexpired U.S. Passport or Passport Card

Establishing Lawful Status (one required)

« Original or certified copy of a birth certificate or Certification of Report of Birth DS-1350
« U.S. Certificate of Naturalization/Citizenship

« Unexpired U.S. Passport or Passport Card

Proof of Indiana Residency (two required)

« U.S. Postal Service change of address confirmation

« An Indiana voter registration card

« Utility company, credit card, or hospital bill issued within 60 days of application
« Bank statement or bank transaction receipt dated within 60 days of application

Social Security number (one required)

« Social Security Card

«  W-2Form

+ SSA—1099 Form

« Pay stub containing the applicant’s name and Social Security number

NOTE: These are NOT comprehensive listings of all that would qualify for each type of required
documentation. Additionally, these requirements apply to state Secure ID cards and not to Non-
SecurelD cards or to driver’s licenses.
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Interim Photo IDs

Because of new documentation guidelines that became effective in 2010, some voters may be is-
sued interim driver’s licenses or identification documents from the Indiana Bureau of Motor Vehi-
cles until their permanent IDs are made available (See Figure 3.1 below for an example of an in-
terim Photo ID).

An interim driver’s license or identification card will have the same information and photograph as
a permanent license or identification card. The interim documents are valid for voting purposes
until the next General Election.

Some voters will also have an Indiana Driver’s License or Identification Card with the words “Not
valid for Federal identification” printed on the front of the cards.

All of these documents meet the requirements of Indiana law to be valid for voter identifica-
tion purposes.

INTERIM/EXTENSION INDIANA - REGULAR ID CARD EXPIRES: 12/08/2010 R SCOTT WADDELL Figure 3.1

Commissioner

Valid for Voter Identification

DLN: XXXX-XX-7601 DATE: 11/08/2010

CI PRODUCTION JR ggff ragmor 1994
100 N SENATE AVE » :
INDIANAPOLIS, IN 462042273

§ 4 HEIGHT: 5-9 EYES: BLU
RESTRICTIONS: NONE . . © . © WEIGHT: 140 HAIR: BLK
ENDORSEMENTS: NONE -
OPERATOR/BRANCH: SC / #986 - TEST BRANCH
CONTROL NUMBER: 1030510 -~ .~

SIGNATURE:

RESTRICTIONS:




Chapter 4: Additional Documentation Requirements

General Information

e Some voters are required to present additional documentation to the county voter
registration office that confirms the residence address of the voter. NOTE: This is in
addition to the photo ID “proof of identity” requirement.

e These voters were notified of this requirement when the county received the voter’s regis-
tration application and also if the voter applied for an absentee ballot.

Who is affected by this requirement?
e This requirement only applies to a voter who:
1. Registered to vote for the first time.
e In the county on or after January 1, 2003 and before January 1, 2006 OR
e In Indiana after January 1, 2006 AND
2. Submitted an application to vote by mail.
e NOTE: this would not include a voter who submitted an application at a license
branch or other voter registration agency.

Who is exempted from this requirement?
o Even within this group of voters, some are exempt from this requirement:
1. Military and overseas voters
2. A voter who presented this documentation to the county voter registration office
with their registration application

Additional Documentation Procedure

e The precinct poll list will indicate which voters are required to present this additional
documentation. If your poll list does not appear to do so, contact the county election board
immediately.

e The poll clerk checks the poll list to determine if a voter is required to present
documentation. If so, the poll clerk requests a document to fulfill the requirement from the
voter. If not, the voter may proceed through the normal voting procedures.

What kinds of documents are acceptable?
o The voter may present any of the following types of documents to the poll clerk to meet the
additional documentation requirement:
1. Indiana Driver’s License or Indiana State Identification Card, with the voter’s
current name and address.

e NOTE: An Indiana Driver’s License or Indiana State Identification Card
may meet both the photo ID requirement and the additional documentation
requirement if it fulfills the unique requirements for each.

o For example, to fulfill the photo ID requirement the document does NOT
need to contain an address that matches the address on the poll list, but must
meet the other requirements. However, to meet the additional documentation
requirement, the voter need only present a document that contains a
matching name and current address to the poll list.
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Other Documents that meet the Additional Documentation Requirement

2.

No L AW

Any other current and valid photo ID that contains the voter’s current name and
address

A current utility bill, with the voter’s current name and address

A bank statement, with the voter’s current name and address

A government check with voter’s current name and address

A paycheck with voter’s current name and address

Any other government document that shows voter’s current name and address

NOTE These documents may be presented as electronic communications (i.e. using a
smartphone, tablet computer, or in printed form).
Upon receiving the documentation from the voter, the poll clerk shall take the following

steps:
1.

2.
3.

Determines which type of document has been presented, according to the categories
listed above.

Determines if the document is current and has the voter’s current name and address.
If the document is acceptable under Step 2, the poll clerk writes the correct
document code listed below, on the poll list at an appropriate spot by the voter’s
name.

Type of Documents Document Code
Indiana Driver’s License or Bureau of Motor Vehicles ID Card......................... DL
Current and Valid Photo ID .....cccuuvviiiiiiiiieceeeee e PH
Current ULty Bill........c.oooiiiiieiiieiecie et UB
Bank Statement .......ccocvvvviiiiiiiiiiieiic e e e BK
GOVErNMENT CRECK .....ovvvviiiiiiiieiiieeiee et e eeeaer e e eeen GV
PaAYCRECK ...eiieeiieeeee e st beeenre s PY
Other Government DOCUIMENT ...........ccoovviiiiiiiiiiiiiieiieeeee e GD

After completing these steps, the poll clerk returns the document to the voter.

After completing this process, the voter is given a regular official ballot, unless there
is some other question regarding the voter’s eligibility to vote (See Chapter Seven
on Provisional Ballots).

NOTE: If the voter does NOT have an acceptable document to present, the voter may leave
the polls and return before the polls closed on Election Day with the acceptable
documentation and vote, if otherwise qualified. The voter may also choose to vote a provi-
sional ballot and present the necessary documentation afterwards to the County Election
Board, by 6:00 p.m. on Election Day.

If the voter has already signed the poll list, or for any other reason will not or cannot
present a document that meets this requirement before the polls close, the voter is
allowed to vote using a provisional ballot (See Chapter Seven on Provisional
Ballots).

The poll clerk is required to advise the voter that the provisional ballot can be
counted only IF the voter files a copy of an acceptable document with the county
voter registration office no later than the closing of polls at 6 p.m. on Election Day.
It may also be possible to FAX a copy of a document to the county voter registration
office for filing if that office has the ability to receive the FAX.



More Information

Poll lists are printed prior to Election Day, allowing for the possibility of voters presenting
the required documentation to the county election board after the poll list has been printed.
As a result, there may be some voters identified on the poll list as required to provide
documents who have already met this requirement before the polls open on Election Day. If
this is the case in your precinct, the county election board will provide a certificate to the
inspector along with the poll list and other supplies.

If possible, the poll clerks should use this document to mark the poll list before the polls
open to indicate which of these voters should NOT be asked to present additional
documentation, based on the information provided in the certificate.

The county election board will visit post offices on Election Day to pick up and process
mail that might contain copies of additional documents provided by these voters. If
additional documents from these voters are received in the mail on Election Day, the county
election board will attempt to contact the precinct to provide you with this information.

If you have questions regarding how to apply the additional documentation requirement,
contact the county election board.
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Chapter 5: The Voting Process and Fail Safes

Issuing Ballots
1. Upon entering the polling place, each voter must give the voter’s name and photo ID to the
inspector, a poll clerk or one of the judges before signing the poll list!

o Ifavoter signs the poll list first, by mistake, but does not have a document that meets the
photo ID requirements, the voter will NOT be allowed to leave and return later on Elec-
tion Day to present this document. Instead, the voter must cast a provisional ballot (See
Chapter Seven on Provisional Ballots).

o« EXCEPTION: If a voter who is a member of the military or public safety officer signs
the voter’s name and either:

(1) writes the voter’s address; or

(2) checks the “Address Unchanged” box;
on the poll list and then leaves the polls without casting a ballot or after casting a provi-
sional ballot, the voter may reenter the polls to cast a ballot at the election. This voter
must notify a precinct election officer that the voter is leaving the polls to respond to an
emergency as a member of the military or public safety officer.

A poll clerk or assistant poll clerk shall make a notation on the poll list with the voter’s
name indicating that the voter has left the polls for this purpose and the time the voter
left the polls. If the voter returns to the polls, the voter shall be permitted to vote if the
voter executes an affidavit stating all of the following:

(1) The name of the voter.

(2) That the voter is a member of the military or public safety officer.

(3) The military or public safety position the voter holds.

(4) That after the voter signed the poll list, but before the voter voted, the voter

was called to respond to an emergency.

(5) A brief description of the emergency to which the voter responded.

(6) The time at which the voter returned to the polls.

2. If the inspector, a poll clerk or one of the judges determines that the voter’s photo ID docu-
ment meets the requirements, the voter will be sent on to the poll clerks where his or her name
will be located on the poll list.

3. Ifvoter’s name IS on the poll list please skip ahead to the section entitled, “Issuing Ballots
Continued.”

4. If the inspector or one of the judges determines that the document does not meet these
requirements, then they shall challenge the voter. (See Chapter Six on Challenging a Voter).

5. Ifaperson’s name CANNOT be located on the poll list, please refer to the “Fail-Safe”
section of this handbook (below) to decide which (if any) of the procedures would entitle the
person to vote in the precinct.



No one should ever be turned away from the polls. No matter what, they can

always cast a provisional ballot!

Fail-Safe Procedures for Voters not on the poll list

o If the voter fits into one of the following three situations he or she is eligible to vote by
regular ballot. If these fail-safe procedures do not apply, the voter may cast a provisional

ballot.

Situation #1: If a voter’s name has been left off the poll list by mistake and a poll worker is
able to confirm with the County Clerk or Voter Registration Office that the

voter is in fact registered to vote in the precinct.

e When a voter’s name does not appear on the poll list through an error by the county, the
precinct election officials must first obtain a “Certificate of Error” from the county
voter registration office before allowing the voter to cast a ballot.

e Most counties allow a voter to vote after confirming over the telephone that a
“Certificate of Error” will be issued to the voter and do not require delivery of the

certificate to the polling place.

Situation #2: If a voter’s name is NOT on the poll list but the county voter registration re-
cords show that the voter was formerly registered in the precinct and was

since canceled.

e This voter must be allowed to vote in the precinct if the voter is willing to sign a written
statement (or make an oral affirmation) in the presence of the inspector or one of the
judges that the voter continues to reside at the address formerly shown on the county’s
voter registration record. (If the voter makes an oral affirmation, the poll clerks must
write down the information for the voter and initial the statement.)

o After the affirmation procedure is complete, this voter must be allowed to vote in the
precinct. The county election board will be notified immediately so the error can be
corrected in the other precincts where the voter’s name may be included incorrectly on

the poll list.

Situation #3: If a voter’s name is NOT on the poll list, but on Election Day the voter has a
receipt of a voter registration application (VRG-6: Indiana Agency Voter
Registration Application) indicating that he or she applied to register to vote,
while the registration period was still open (See Figure 5-1).

o
@ INDIANS AGENCY WOTER REGEETRATION APPLICATION (VIRG-§)
ki o T R
Indizma Blection Commission
Retiipt or Dieclination of Voter Reqistnation
KEEP THIS RECE®T EDR YOLUF RECORDS
Vicki Voter | 01/05/11
[ Cieks Uoter [ Allen
123 Main Street. Fort 456 Main St, Fort Wayne, IN 46843
4 [ T T
Wayne, IN 46845 ] Allison Agent
H you srw not regivlrsd toovole whars pou e soa, would pou Bbs do agplp ic Acheowlsdgreent Holox Toor spobcaion will be loresedes Io powr coanty woler
ior fo voln izdeyT

i [T oy i i ity b e o i kot
[0 il o repmiered o vole ot e acdros whee | e
Fc
F 0 Do WOT GHECK AMY BOR V0L MaLL BE COMEIDERED TI HAWE DECTE
FIT 10 FEGETER T WITE AT THES TIME . The fact tod pon hove chadied BT ™
arlicrio] rd T mlorusion will b g i B o wgsEdon puposes By EL
| ho voar FpainEn B, we sl belp vou Tha dermson
By, Vo B ot e apolicalon onw in e
g o g I i I s ol et ] W el o e e

Bzr ¥x Kerilcmion Docomninian To doormesiaRar oo ofy mqueet Fr
VIS BTG KV N Il W P e e and W sendng e
QiR [y Pu v Aok b e of o ogoscy e wl el
P SR LT

i ik il vl i gl b v, e g B ey
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i, O o g et e
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APvErn ey E B s b e Pl of Malor Yeliss, 1 o i 0 e moiss tha problem by e 8 complast wiih e counly voler regosirsios. olboe of e
nciarm srisas s, provids B b Fae digis of your sccid sy ks sl i e wile' e

Figure 5-1
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If the person produces the agency registration receipt and wishes to vote, Check the
date on the receipt to determine if the voter applied BEFORE the registration period
closed (On or before October 11, 2011 for the 2011 Municipal Election).

o If the date on the receipt is before the end of the registration period, contact the
county election board immediately to determine if the county voter registration
records provide any information about this person’s application.

o If the date on the receipt is after the registration period deadline, the voter is
NOT eligible to vote a regular ballot.

If the county records show that this person’s registration application has been

APPROVED, the voter is entitled to vote at the precinct and has been left off the poll

list. You may use the “Certificate of Error” procedure described above and permit this

person to vote a regular ballot.

If the county records show that this person’s registration application has been

REJECTED, inform the person and advise them to contact the county election board to

resolve this problem.

If the county voter registration office has NO INFORMATION regarding this person’s

voter registration application, and if this person is willing to sign the poll list for the pre-

cinct in effect swearing under the penalties of perjury that the person is a qualified voter
of the precinct, the person must be allowed to vote.

o In this case, the voter should not be challenged or issued a provisional ballot if there
are no other questions concerning the voter’s eligibility to vote.

e However, since the original registration documents concerning this voter cannot be
located, the voter is given a blank voter registration application form to complete.
The inspector and judges attach the completed form to the poll list, and return the
form to the county for processing so that a Certificate of Error would not be neces-
sary for this voter at the next election.

If there is NO DATE on the receipt indicating that the voter applied before the end

of the registration period, the voter may cast a provisional ballot (See Chapter 7 on

Provisional Ballots). The challenger should document on the Challenged Voter’s

Affidavit (PRE-4; front) that there was no date on the receipt presented by the voter, so

the county election board will have this information available in determining whether to

count the provisional ballot.

NOTE: If the voter is allowed to vote, because the county election board confirms

that the voter’s application was APPROVED, or, because the county voter registra-

tion office has no information regarding this person’s voter registration applica-
tion, or, because the voter complied with the procedures when NO DATE is listed on
the receipt, state law (IC 3-7-48-7) requires that the inspector and judges add a note to
the poll list documenting any information on the receipt concerning the agency or
agency employee who accepted the voter’s application. Ask the county election board
for instructions regarding the content of this note on the poll list. The voter may vote
after completing a blank registration application and providing the completed form to
the precinct election board.

NOTE: If the inspector did not receive blank copies of the VRG-7 form for the use of

voters, contact the county election board immediately.

If the voter insists on voting, despite the application rejection, the voter can vote by

provisional ballot (See Chapter 7 on Provisional Ballots). The challenger should

document the rejected application on the challenge form (PRE-4).



How to Administer the Photo ID Requirement at the Polls

STEP 1: The voter enters the polling place. (Proceed to Step 2)

A\ 4

(Proceed to Step 3)

STEP 2: The inspector, a poll clerk or one of the judges asks for photo ID, BEFORE permitting the
voter to sign the poll book. Acceptable photo ID must meet ALL of the following requirements:
1. The voter’s ID displays the voter’s photo.
2. The voter’s name on the ID must conform to the name on the voter registration record. Con-
form does not mean match identically.
3. The voter’s ID must contain an expiration date, and either still be current or have
expired sometime after the date of the most recent General Election (November 2, 2010).
4. The voter’s ID must be issued by the State of Indiana or the U.S. government.

y

STEP 3: If the voter presents an accept-
able photo ID, the voter goes to where
the poll clerks are stationed.

*A poll clerk verifies with the voter that
the address in the poll book is correct.
(This address does not need to match
the address printed on the voter’s
photo ID.)

*A poll clerk asks each voter to provide or
update their “